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J = pktiHiGE ; ' - - - - ^ 

This manual is^a-imed'at Inbroducing all student assiataota in the 
aofVernmqnt Documents S^oticn, John arant prablDe Lthmry, Eastern Kentucky 

University, Bichmond, Kentucky, to the world of gove^jiniGnt dbcuraents. ' 

^ ■ - * t' ■ ' 

It covers sonte ofthe major tools 'unod in retrlGving documants and how 

to 'use thern.ap v4ell as rUles and procedures in areas such as, ^helving; 

fimb, student dutiep and respomibilities, circulation ^ and statistics, 

^ it is felt that if these students dould have a background k^iow- 

ledge of the .Doduments Section^ how it operates^ and its major resource 

toola^ they could better iUtill2e their knowledge and their own abilities 

in work" performance* Thus this manual was designed to he used in training 
*' ' / ' ^ ^ 

student, assistant s , in our area. / 

This first edition is haslQally a working copy* Ghariges will 

probab ly be necessitated as v4 a^ttempt to smooth out wording and 

ambiguities as we explain the procedures to students. AlaOj as procedures 

change J these will require periocllQ updates and revisions of\the basic 

manual* / . ' 
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INTRODtJCriOH 



' While students entering the' mli^^rslty for the first, time are 

gentrally ^vare^ or ape qiiiekly intrcduead to, the fa©itltlee avallaflo ^ 
in the li'toPAry, Ooyerament Doaumants usually remain a: mystery* For 
many students this Ir first rlntroduotiflift to governmant documents (thi 
term ^[$ovmimmt\t publicatlQns" la ofton ufled Interchani^tiably) does not 
coma along tint 11 thty are mil into their Junior or senior year or mvm 
uritll graduil^ gehool. iJnfortunatslyi mren thsn it I0 often hurried and 
Imdequate* fcr this reason, the Doeutnente Seetlon-of the John Grant 
Orabbe Library ts taklns^ the .time to brief ly introduce their area, 

\ 'Ahr"^ pUtHcatlon, reirardlees of^^he siibject, which 1^ researehed by^ 
a government and puhLiahed at th© escrenst of that Rovernoment is to be 

^ regarded as a doeum^nt, AH levels of gove-rnmant can ^ar\d do publlah 
dociimonta if the demand «lit@ anid t her© are funda available iuah asi 
the city of Riahjnp!Kl| the^itate of Kentucl^i ll^ any of the otber Iforty- 

I nln^ Stat© gDVemmiiltsi the United States Oovernmenti a foreign gbvern- 
ment, such as Franaia,^ Rufisla, or Ohllei or intirnatlonai or%Enl2atlons 
sucJi as UfJESCO, NATO jor the United Natibne* There is material enooDipaealii^ 
every area and aspeat of our modei^ sQClttyj ranging from house plana 
to planting tomatoes to detailed atudlas oti Juvenile deliiiqiienGy^ 
statistical Inf orn^tton on cri™ In the United States to the Gongreefiional 
Hearings being held 011 pending leglslatloni ; , ^ 

Oovernrtejifc piiblicatlons are unl^o In that they of tin provide tli© 
most up'tDrdate information ayailable • Aleo^ doowtents are prtjnarjr 

rssoure© matertali that iS| they are the original printed a euro© upon 
vhidh later researoh Is based. This i a true for oensua materials j as 
veil as/ pffiotal reecrds such as the pofi^^sslonal Reoord t "^^st 
Oovernment publications are well refaarched and aocuratei* The material . 
i8\ generally authoritative* y ' 

The oollecjtlon ie maintained fisparately iecauae ^of %h^ -wy It la 
aoqulred and bIbo h^oause of the dlf farent way tha material Is arTanged 
on the ahelveSi Ths Librajy has an agreement with the lf\8* Oovernnent 
Printlnr Office 0^e offlolal U,S, CJovernmflnt publisher) under whloh we 
receive eertaln/gelected eate^arles of doeuiTOnts aHitomatlaally as new 
titles are pujjllghed. When these arrive, the shipping list already* haa 
an identifleitlon CDdinp far eaGh title and we use this to file dooumenta 
on the ehejves. Some staff assistance is iJeualiy nscesslry to looat© 
material /initially bub after. that you are i^elcome to bro^iee at yiur 
lelsuire,/ Pleseap don»t hesitate to aslc if you ean't locnta mate^lalst 

' . /Few doeiinierits titles are listed In the llbrMy's j|.Jji eard catalog 
so/lt is essential that you learn to use tbe major Infixes In our Beotlon, 
^6 one area tff the^ Library can adequately' rflt at all vour research needs. 
/The card catalog la qomplemented by Periodicals and Doouments and tbese 
seotion's indexes and, Q'ataloge* Not one of these areas Is a aomplete, 
resource in itsgli, " . * ^* 
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HOURS (WORKING) j . - - - , . , , ,. . 

Within reagon^ r Student ¥orKer must schedul^^his t^Drking time at the 
coravehdence of the llpartmefit. ."Factors such as cl^s' scher'ules anrit outslf^e 
intere^s within- reaiori are kept lo aDnsidemtion, ^ ^ « * . 

Each student worker mmt he here at his ^cheduLec time. The sch&f^ule 
is poated on the Section's bulletin boarj^ antl each peraon la .responsible fbr 
covertng^^bhe hours he p.s scheriuled to worK* 

If you beepme. sici and are scheduled to wrk later please call the .office 
at the earliest possib lie moment and report ^to your superTisor^ If she Is not 
there, report to the sect ion chief or the peraoii in charge. 

If an emergency dWilops (this Is impossible to define; anr" it will 
depend upon the lndlvlduWl)j again call your Inmediate supervisor^ so that any 
adjustmenta can be i^de. 1 Failure to call can result Ij shortage of staff 
cauatng a crucial proble^. Failure to call can al'^^result in losing "pay ^ 
for those hours misaed- 

At the maximum^ a stiident worker can ^aohedule to vork an^entlre day. 
Hpt/eTer he is required by law and, by university policy to have at least one- 
half hour lunch or supper yreak. At the minimumi k student must be scHec^uled 
to work at yleast two consecutive hours, but not every day. Unexcused 
absencea will not be tolerated, rbo.nia^^y of . them can result in permanent 
dismissal. - • 

If a student worker is on duty alone, becomes sick or needs to leave the 
area; he should call circulation and ask If they will CDVer f or himp This 
Is sometimes incQnyenient or not possibl^for them either. If your absence is 
bo be brief (under 15 minutes), write a sign and close the door. Tape^ the 
sign on the door and note the time you expect to returni^ Absences ofi longer 
than 15 minutes need the .^approval of ybur supervisor ot the Section Chief • 
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SUPERVigOR OF STUDENr ASSISTANTS . ' . » | • ■ 

■ y * ' ' ' ^ ■ ' ■ I . ' ^ . •' 

Generally a student y^rkor is responsible to thi professional in charge of, 
= the student workers. She is usuaily responalble for Idelegatlng duties and 

assigning specific task.?' to each student worker. 

. ■- * * • 

Iri case of evening or weekend working hours^ the ; student Is responsible 
to the staff member(s) scheduled to'work at that time* ' . ^ 

Likewise, if the student supervisor is not available tasks and dluties may » 
be assigned by any other professional inaluding the Section Chief* 

Questions and cpmplaints are also to be\dlscussed with your supervigor, if 
you feel you cannot talk with he i*-^ see the Section Chief- Criticism of the 
Section^ staff and ^events dccuring during working hours are best kept within 
the Sectlem and not broadcast. ■ , \' 

'vim TO BE MADE UP , \ , . ■ v ' : ^ 

Generally^ a student worker may be given permlsaion to make up time that 
was loss due to factors such as official holidays and vacations of the university 
and excused absences from work. • 

• " i ' " ■ ■ ' ' ' 

Permission is granted by the supei^visor in charge of student worKtrs^ dnly 
in case of her \absence^by ^he seatp^on chief. Time must "be made up at the Sect ion ^ 



convenience.^ E^c'&ssive mke-'Up tip can tie avoided by exchanging working hours 
Hith a^ fellw/- student worker. Approval should be obtained ' from your supervisor 
if at all possible before such charges are mde permanent. These exfahanges* 

should fall within the ^two week pay period. ... \ 

j ■- ^ . J ' ■ 

BREAKS AND LUNCH OR DirNER HOURS 

. ^ . =' >■ " 

■• . f ' J . i ^. . ^ . 

A student^ worker is. entitled to a fifteen minute break ^fter the Completion' 

of two hours of work* Breaks cannot be used as makeup ticQe nor as a basis 
for leaving earlier from work, ^ ^^he^^reak mmi be taken during that particular r 
period of work or the break tlmel is considered lost. It cannot be saved for the 
imt scheduled working period eitherT^ _ ' 



If a student sctoetiuLes Kis hours to work an entire day, he must, "by law 
and by.uiiiveraity policy talte an hoiir or ha^ifr-'hour Lunch oi- dinner break 
.. whicMver he cho^ Thij Itmoh or dinmt break cannot be used for makeup^ 

time or ag^ a basis for Goming In Later dp for leaving earlier. Furthermore ' 
he cannot combine his liftepn ftiinute breaks to mke a lunch or dinner break, 

TINE CARDS ' ■ 

Each student worker Is reaponslbLe for ft idling out his own tl^me , card. It 
is best to i^eccrd your hours *each tlme^ you report to work* Failure to do so may 
result in not being paid for hours earned* Time cards are turned in to the 
^library pergonnel director ev^^ry two weeks (eyery oth^r Monday. ) - 

PAY - : I ' ' ' ' 

student' i^orHers are paid every two weeks (eyery other Friday), Checks may 
be picked up athe library peraonneL director's office any time after 9 a,m. 
on that Friday, 

The phone in the department la. a buatness phone to "be used 'only for that, 
.purgoae* Only. a professional or clerical staff member can give permission for 
patrons to use th/ phone and thefi orily for local calls to professors and staff 
members, If^youfare on duty alqiie^ grant pernlasion only to those patrons 
who need to contact faculty or staff for course -work purposes, ^^ease do not tie 
up the-^ele phone i^lth personal oallsl UMer no cii^cumstance s may telephony 
^numbers of PoeumeJits staff members be giveii to any one outside of the department 
no matter who ibe patron or caller may bel - 

*DRESS . ' : J = ' r ■ ^ 



\ Generally a fltudtnt worker is allowed to dress for work as he would for 
. class. However this does riot ftean that he must go from one extreme to another 



Guch ae bathing sudt, or tujcedo. Ne^^ness, well-oewn on patches, and 
'cleanliness are the main criterea. Shirts or topy of somG sort must be worn 
at all times. " ' . 



STUDnNG 



Studying during woit.k,.Houi's is not. generally permitted. OccaaloriaUy < 
permission may be granted to a student -worker who may find, himself wording 
alone and confined to the information desk for a long period of tim.e and:. there 
may not be any desk work for hini| however this is rare* 

Permission is sometlines granted duriiig Gsrtaln times | such as final exams. 
However if a student ^worKer finds himself witl\ a heavy exam schedule during 
a regular work week he is advis'ed to try to exchange work shifts with his 
fellow student, workers* . ' 

If the^ reguj^student responsitiiltties such as ahelving^ microfiche filing^ 

etc* are done and. no other specific tasks have been assigned^ the ^ student 

J 

should ask the staff member ia charge if there is anything he can do. Only 
when there .are no projects available are you allowed to study, ^ , 

The reading of cpralc books^ joke books^ etc, are strictly progtblted-- 
reading should be course related, preferably text book oriented* 



' OE^fERAL LIST OF RE8P0WaiBILIT:ni^a ; 

' ' c BY PRIOR lS^^ ' ^ 

... : _ * . ' ' . • \ 

Upon hlQ arrival to the Documents Seqfelon, eacji student aesiBtant entor& " 

a tralntng period* During this time, vdne^ p,rea' that Is strongly emphasized is .that 

of the geiieral reaponsibilitleo of student o^sslatanta, Each ia expected to 

keep these in mind at all times and to fulfill them Hrhen on duty, 

A permanent list is posted on the Seatton Mlletln hoard aa well aa on 
the Btudont time card hox. One should refw to thisf Hut periodically to 
refresh his memory. , : 

The following is the li^t of general responsibilities of student assistants. 
Some aspeGto pf these will be disoussed further in, other seation^ of the- 
manuals . ^ 
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GENERAL POINTS 



1* Shelve federal and state document 



S» File 'microfiche and microfilm. 



3. Help assist in public services when 
necessary, ^ 



MAM POINTS 



a.Eviry student assistant is responsible 
for arranging ciaterials waiting to be 
ghalved on the book trucks* This is -.\ 
ik\w first task when first reporting for 
work unless ottierwise notified* 

biijOtt^ or two student assistants will 
ube responsible at all times for 
#h^lvlng state documents before 
slielving any federal documents.. 



a. Mlci^oficbe laying on the tables in the' 
microfiche reading area and in the 
"Micrafich to te filed" drawer in 
mi^roformat reading area^ must he filed 
in proper cahliTiets according to their 
se:ries. 



a. ¥hw all staff Daembers are busy else- 
wMre please assist the patron, 

b*. Weekends and/oy evenings^ student 
assistants must the desk when 
steiff goes to luiich or supper* The 
patron comes first' before shelvingj 
flUng, etc. 
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/ H. i^QGp the ohelvos ntralght^^iRd, 

"I 



5* Take tho four-bh floor coufit-^v 



©• When uhelving put fallen documorita * 
back Into position and add bookends 
if necodGary* 

b» Aleo reoflove any documents , left lying 
on shQlyoa, floors or chairs arid plac© 
'On booli trucks to Tae counted. Many 
^Imya patrons will have pushed matertala 
back on the dhelvoSi Mat^irlala are 
alwayo to be lined up everi with the- ' 
front edge of the shelf* Looks much 
\ neater and aloOj when looKlng for 
materlal^^ the ahelf numbers are 
easier to seei If a file box or ahelf 
becoraes tightly packedj shift badl^ards 
or forwai'ds to the olosest free areas.' 
DO WOT mt TO JAM MORE MATEIilAL INTO THE ' 

- TIGfIT ARm I I 

Qm Check shelves periodically v/hen not 
shelving for fallen or misplaced 
document Si * ^ 

d* The student resporisible for state doc^ 
uments Xb alao responalble far kee.ping 
' state shelve B s'tralghtened, . ■ 

e^ Keep "book trucks In neat order by arranging 
niaterdals in SuDocs order and aslng as 

few trucks as pbasllDLe. 

- ----- ^ 

f. If you are onab.le to finish shelving 

at least try to get thp materials ari^anged 
In order in the truck for the next 
student* 



6. Keep certain areas cleared afe all 
t iffie s • 



a. Count 'the nuraber of people on the fourth 
floor at fliOO p,m, and 9t30p,m, ^ 

b. The count is divided into five ;5eetlona? 
N,Bt .(DdGuments) jM*Wi J North' Central} 
S.B, I S.W. 

G, Call the Befefence Section at 913O p.m.^ 
to regort both Goiijitg*_ 



a. Keep all tables cleared when notr in 
lise including the reading area and 
the alcrDflche and oversize area, > 

b* Keep a IL hook. tracks aleahed wheneirer 
- t 

possible, 

c*" Straighten and clear any staff desk th&t 
you use vben on duty. 
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' 7- Glean Wloroficho machdhos and mic 
.film readers regularly* 


ro a. Clean glass plates and acreens with * 
glass Gleaner* 


8* She If re ad assigned areas of Doe- 
; ■ ^ 


a* Each staff member and student assistants 
is aflslgn^ed certain ranges tp keep in 
order. . ' , ■ ' > : 

1 ' ^ . ■ • , . 
',bi Each Is' responsible for having his 
ranges she If read by the time set by ^ 
the section Qhief , ^ ^ ' 


'9* Do tr&ngipiittala (updatos to pre- 
vioual;^ published material). 


\ ' = ' ^ 
_ a. One or two student assistants are \ 
usually assigned 4o do reoccuring \ 
transmittals'. ' ' \ 

b* The state stUdent asaiatant is responW 
sibje f or any state transQaittals* \ 

c. All student' assistants are respon'sible 
for general transraittals to miaaellaneoue 
document aeries scattered, throughout 
the shelves. 


lationi* 


- ^ 

qjb Using the small stafflp provlcd,^d^ staQip 
"docs." In upper left hand corner 
of each c4rdi 

bp Ke^p right side of pirculatlon file 
supplied ¥lth' stamped date due cards. 


^11^ Clean;^ Everything ix\ the area 
that ii^OU porsonall^r use. 


a. Wash and put eups^ spoons^ etc* back 
in proper place before leavlnglf! 

b* Clean any ine^s you make when eating 
in area (crumbs^ spills^ wapperSj pop 
cans^ -etc. ) 

c. Clean all ashtrays you may have used 
for SDiokirig. 


12* i^her duties as assigned by the 
staff* 

.» * 


a. Each student assistah^ is responsible' 
- for fulfilling any other duties 
required and^ assigned by staff * 

b« Each student assistant may be Qsslghed 
a specific job that will be his as 
long as he works in area* ■ 

c, Temorary duties nmy also be naade, . 
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Thts wflnual ia'almed at Inbroducing all student asaiatants in the 

GcfVernment DbGuments Secfcion^ John arant prablDe Llbrar^r^ Eastern Kentucky 

University, Biohm9nd,. Kentucky, bo the world of gove^jiniGnt dbcuraenta. ' 

It covers Bom or the major tools 'unod in retrieving docurnentEi and how 
. I ' ' ' . ' ' • * 

to 'use thern.ap v4ell as rUles and procedures in areas such as^ ^he lying; 

fimte^ student duties and respomibilitieg, circulation ^ and statiatics, 

^ It is felt that if these students dould have a background kjriow- 

ledge of the . Doduments Section^ how it bperates^ and its major resource 

'J " ' . 

toola^ they could better lUtlllge their knowledge and their own abilities 

• . ■ ' 

in work performance* Thus this manual was designed to be used in training 
*' ' / ' ^ ^ 

student, assistant s , in our area. / 

' - _ / , . 

This first edition is haslQally a working copy- Ghariges will 

probab ly be necessitated as v4 attempt to smooth out wording and 

ambiguities as we explain the procedures to students. AlaOj as procedureB 

change, these will require periocllQ updates and revisions of\th© basic 

manual* ' 
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3* Shelf list aards al^o giv^e loca- 






tion m& oi note's. 


£ , Wlien-^ sWeL^'/ing documents^ 




~Ji TiXe iir^st Vy th^ Letter Letters 


pjm niMb BEFORE NUMBRS J 




at the beginning of ttie cLsssifi- 
catioci riumb er^ D 10=3*^7/2:0^2/6 




- 


gi S^iLe riext by the wbol^ niamtoer up 

-io the period* D ^^.h^lfSiC k2/6 ^ 
3* ^hen ciLe the wh ole^ nuniter up 






to the s^paJ'ating n^if'^-^^he slas^h 
caarK CJ) or tl^e colon 

k , Con tinue filing i:he whol^e 
nutn.T)'ei" 03^ Lett n^s t o. the 


\ 




ne%"t pimctu^tl On mac'k or gusli. 

5 i If the filing aeq^u©ric& deniaiids a 
choice between a nucQeral or a 
letter, the LElTORS nm PRJCEnEWE. 






B"S 3.6^i^6 would fa^lD3£ FS3 ,6if m-^* 


3* Fil^ doGUitiiuitB on the she . 




1^ The . a\rerage ^;h^'l\ring i^ange in 


^iCJCor^dirig -to the "Ribbon Avr^QX'- 


Documejits Is"- latMe up suv^an . 






a sctioJis with 7 sJel-voa in each 
s^sctio^ii 

2^ Kne ''Ribbon' irraii^em.ent'' is f i Ung 
f -^0D3 Lett to ri^gh t on e^flc^ mhelf 
but going fr om toj t o ^ottoci iil 






a section . 



4, Bom documeiits are she-lved oiit 
of place for v^-iriou-^ treasons. ' 



5, Plastic dunmieB proxride dlpecbiorLH 
to looatian oi iioc:ura^-Mib^> tha^t are 
Out of pl^ce . 



1. RefeJ'enae toOLs such as the 
Morit£il.v Cat _alQ^ arid ERIC ResQurces 
jfijducat iori are shelved in front 
for convenient use. 

2. A .change in a classifiijation number 

/ 

ca.ji irv-an reloGatir^g a title or 
s&Ties. 

J, Oversize documents are shelved in 

special area* 
^-i. SoQie mps^ posters, and charts may 

^e filed in map case* = 
5* materials shelved out of 

pl^ce are color-cDded (See color 
charts p» i8 ) 



Li Claras changes cauae need for 
Tlocation guides. 
.m* A dummy is placed at the end of 
oLd clabsiflcat lun numbt^r to 
direct patron to new classifi-= 
' ^(Jation rioniber, 
A dnmny i^i ^Iho placed at the 
^^LH^iniiiri£ ot the new claasit 1 = 
c a fc i p n n umb e r t o d i r e c t pa t r on 
^0 ea r 1 ie r i ssue a un d e r o Id 
number, 

? * nunmies are a K^^o placed on shelves 
to direGt pat ronn to ovarsi^Aed 



J 



6; rhere are several groups of 

documents that must be conatantly 
handled. 



books^ reference tools, maps, posters, 
etc,, that have been shelved else- 
where* 



7* When shelving a docunient that ±s 
maxked as a revision (rev*), 
notice If it ia marked "discard 
earlier!.'. Some older editLons 
are kept regardless. 



1, REVISIONS are documents whose 
contents have been -updated or 
entirely changed* 
I. TRATOhCTIAlS are pages that up- 
date parts of a docuELent that 
i^ usually loose leaf, 
3i ERRATAS are sheets listing 
correc'tlons for documents 
cont'alndng wrong information, 
^, DLJPlICArES are extra copieB of 

the same title, 
5* "DISCARD mRLIER" means that a 
document Is tp^^be removed from 
shelf and replaced by a new edition* 



li Discard a revision only when the 

. docuLnient is so marked, 
2. If dlsGarding, cheok to make sure 

which item is the Latest puhli- 

cation, 

3i Then reihpve the earlielt edition 
from the shelf and replace it 
with the new one, 

h. Then give the old edition to the 



IS 



8* Transmittals are usually of 
loose leaf hature. 



£5, Errataa are handled almllarly to 
. traiismittals. 



clerical responsible for checking 

in federal mall, 

_\ _ 

5. A student assistant is usually 
assignGd the responsibility of 
handling '^discard earlier" mat^lal. 



1* These should not be shelved alone 
unless the basic volume is not on 
tht shelves. 

2. Pull basiQ voluDie from shelf. 

3. 'Hie transmittal pages should then 
be substituted or added as directed 
into the. publications, ^ 

4. Give the ^old transmittal sheets to 
the federal mailing clerical. 



10* Duplicate copies ar^ Kc?pt f or 



various tltleB, 



1- Do not shelve separately from basic 
V'olume unless it is not on shelves, 
2, Pull basic volUDae from shelf* 
3* Using glue, place errata sheet 
behind title page of basicr volume. 



Ip Extra copies or duplicate copies of 
a. title are given the same SuDocs 
number as the original copy except 
^each will be marKed as c* 2, c, 3, 
etcp respectively to give them a , 
separate number. 



1? 



2. v/hen shelving doouaehts and you 
find two documents witb the saae 



SaDocs number I 

a, check to make sure that the 
publlcation^^re exact copied, 

b. check to ae© that aaoh ejctra Copy 
of the document is roarked as c* 2 
G* 3^ etc. 

3. If you fi5d two or more documants 

tTie same SuDocs nuciber^.^nd the 
same exact title tlia,t have not been 
respectiyely marked c. 2^ 3^ etc, 
puLl theni and give to the^ federal 
inail clerical, 

^. Ariyfdocumants \vith the same SuDocs 
number but not the sanie exact title 
should be pulled and given to tlie 
federal mil clerK, 



11, A doci^ejit marked "discard | 1. Only'tKe latest edition is to be^^ 

earlier" is handled In a oertainl shelved, 

mamier wBen being shelved, | 2, mien shelving, check to make aure 

\^fhich item la the latipst publication. 



3- Bemove the earliest ed3.tion, and 
replace with the latest ' edition* 



CS l.hQ 

BRE 37 diecard earLler 
1975 

is to be fulled and replaced 
CS l.kB 

^ BRE37 discard earlier 

, ^ 1976 

Give the.earl^est edition to'the 

federal mail clerical. 

5p One student asslatant is assigned 

to tiandLe all "discai^d earliers^" 

■ tut all are responsible for, 

ft rioticlng those OTerlooKed when 



J : 

aOLOR COPE CliART 
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YELLOW 
h 

GREEN 
BLUE 



FOE MATERIALS THAT ARE NOT TO CIRCULATE 

FETERAL R^ERMCB MA'rEBrALS| NOT TO CIRCtJUTE 
GErJERALLY LOCATSi;^ 1% PRom? OF ROOM 

FOR OVERSIZE B^'r^K SOME MATERIALS CAN 
CIRCULATE ' ^ ;\ \ ' 

STATE REFERENCE MATERIALS; NOT TO CrRCULATE| 

LOCATH) AT END OF STAT^ COLLECTION 



YELLOT 



FmERAL BOOKS m PERmNENT RESERVE 




3 



YELLOW, 



Smm BOOKS ON PERmNENT RESERVE 



OR EM 



DECErWIAL CENSUS 



RESERVE 



RED/YELLaf BOOKS ON RESERVE BY FACULTY RMUEST 



V Cjov t Pub. 
Dept. 
Does not 
i Circultite 



RED/WIITE 



SI2E red/ renew 



MATEHIALS THAT ARE HOT TO CIRCULATE 

! 

nOOKS THAT ARE TOO URGE TO SFffiLVTD IN 
PROPER PIACE; SO^E CAN CiRClJIATE 



/ 
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^ LETTERING AND LABELLIN(3 OF PcXLI^fllMTS 

After the documents have been checked-ln, they rnust be prope'rly 
lettered so that they may be stored and retrieved with speed and 
Gorivenience. Efficiency in this area requires some standardization in 
• the location of the Dociinents Number so that it may be found at a glariTC* 
The manner ir^ which this number is written also determines the ease with 
which the publication my be found. In the Monthly Catalpg^ HShipping Lists^ 
and other indexing media^ the document numbers are usually written on pne 
lino so as to use less space and facilitate the printing process: however^ 
this niethod is cumbersome to use in a librai^y because Labels and bc^ok spines are 
seldcm long enough for the numbeTi Also^ patrons and library staff tend to 
have a difficult time in distinguishing the pumbers and method of ordering 
the publications when all parts of the number appear on the sarne linei. 
Tliereforej the following method for breaking the. number down into concise 
logical ujiits has been developed* This method for writing the docui|ients 
number allows the number to be read and und;|^stood quicKly^ rather' than forcing 

r 

one to already be familiar with the system of notation uSed by the government- 



Lettering Position 

A* All paper bound nmterials should have the classification number written in 
ink in the upper left-hand corner pf the cover* (Sometimes the label ma^ 
be slightly out of position to avoid covering assential \vords*^ ^ 

Bp All bound (hard cover) materials should have the dociments number written: 

1* on the first page or the verso (backside) of the title page^ and 
2* jon.the spine one inch from the bottom of the book^ or 
3* on the front "cover one inch from the bottom of the book flush with 
the, spine if the book is too small* . ' 



Writing the Nmber 

A, General Rules 

« 

1. When' the slash or schilling m&rk appears before the coloej it ALWAYS 
means raise tha number follD^ing it* 

2. The colon ALWAYS means to drop the number following it to the next 
line, 

3* A slash mrk, following colon ooay mean rai%e or drop the following 
number 

B* Examplea t " • . 

1, A 1.38:800 will be written A IJ38 

I 

... 2* A 1.96:966 will he written A 1. 96 ' ' ^ 

. 1966 

3. C ifa, 8:75/32 will be wrttteri c h2,B 

V. 75 

■ no. 3S 

. h. C j+3.8/2: 969/35 'Will be written C ks.B^ 

1969 
DO, 35 

5. 3..At7;&/At 2k/y6^^^nl be written Y 3.At7 ' ; ' 

' < \ 2 
1 At 2U 

1967 

6. Y 3.Sei4:a/D78 will be written Y 3.Sek 

2 

D 78 

7. Y 3. Ex 7/3:1/1965 will be written B.Ex73 

1 

1965 

8. Pr 36.81 IJ+ 1/081 will be written Pr 36.8 

L It 1 

C.,61 - 

Tim mAmna op vm ieiters and wuicbebs foilowing the colow can sometimes only 

BE DETERMINID BY LOOKING A-T TIE PUBUCATIOM ITSBLP OR By CHICKING THE NATURE 
OF OTfffiR PaBLICATrONS IN TM SEBllSI 
C. AbbreviajSions Uaed; 

1, V. attuJ'tis for' volume. 
£. no. stands for minjber. 
3. pt. stands f 01' pai't. 



supp. stands for supplement. ^ 
Ci stands for cop^ 
add. stands for addendum, 
trans* stands for transmittal. 
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BOOK TRUCKS 

The . Documents Section has eight book trucks and alL have a particular 
fur^ction. Each book truck is labelled according to what purpci^e it is to be 
used. Four are assigned to the full time staff use and are not for public 

k • - 

The labels are: 

STATE (Blue): two trucks are used in the state collectim for processing mail 
and other project 

MAIL TRUCK (Yellow): one truck is assigned to the clerical who processes 

the federal mail. 

BINDING (Green) : one truck is assigned to the clerical v^ho handles the 
binding of documents and th^ dupliGates, 

RESHELVING (Orange): two trucks are labelled as such. Documents that are 

used in the area by patrons but not checked out are put 

...^ ^ ' on these trucks for shtlving, Ihe documents must be 

counted and the total wtered on tbe rmily Statistics 
Sheet in the proper place, 

RETURN DOCLJNENTS HERE (Green )i one truck is kept in the reading area so that 

patrons may put the docTiialnts there when finished. 
At the end of the day^ they should be trans- 
ferred to the RESHBLVrNG TRIJCKS so that they my 
be GOuntedp . 

STAFF USE ONLY (Yellow): one truck is used for the parpose of returned 

documents that hav^i^ alread_y been counted in the 
statistics p When a patron has returned a document tha 
he has checked out^ the document to placed on this 
truck to be shelveds docuinents on this truck are not ' 
to be counted I Materials that have been used by the 
Documents staff for their work alao goes on this 
book truck, 

If 

GENSRAL RULES 

1. Place^ materials on proper trucks when, dolHig public service* 

£, Always put doaumonts in SuDocs. order on %tw trucks before shelving* 

3*/J;A1CE HESinSLVING GOUNT AJD ENTER TOTOL ON DAIW BTATISriCS SlfEETj 

Consolidate materials on to as few truck^i 'm poaslblo; kc^ep some free* 

t . . ^ 

^9.1 - ^ 



anu pi^ttQe ma^erLa^a on tne . rf snaivliig truclc^ and put under truck back in 
reading area. I 

Upon Leaving duty^ please have as many trucks cleared as possible as v;ell 
having material in SuDocs, Dj-der* 



■ ^ • MICROFICHE 

The ERIC collection is housed in special cabinets which are located 
in the micrpformat area. The oaicroficha are arranged and filed by their 
ED numbers (Eric Document number) in numerical order* 

PROCEDtJRE FOR PULLING hCCROFICm k ^ 

1. Find tha ED number in its numerical sequences and pull all the pieces 
with that number; a lot of titles have more than one piece of microfiche 

2, Insert the pink card called "Microfiche in Use" in place of tlie micro- 
fiche Juat pulled* The pink cards are located on top of the cabinets, 

FRmmmE for filing NgGROFiaHE 
1, Arrange :mlcrofiche in numerical order by ED nuEbere before starting to 

flleii this will help to prey^ent rnisfiling* 
2* Just before placi^^^^^e aiicrofiche in its numerical position in the 
drawer^ check the numler of the microfiche immediately in front and 
behind the one being filed; the double checlcing of - numbers in this 
manner helps to prevent caisfiling- v 
3* Remove the pink cai'cis^ 

EXGEPriONS- MISSING NgCROFICHE 
Sometim^a one will not fii^d a microfiche in the drawers and there are 
three basic reasons ^ (l) the docuiiient is not available on microfiche, 
(2) microfiche is being or has been used or (3) microfiche is missing. 
Lp If you cJq not find an ED number check the ^hite set of cards entitled 
"DOG. NOT AVAlX^SLE PROM BDRS. " 

tti thy cards ar& located at the beginning of the ERIC collection, 
b, if t\m ED number is listed on the whibe cards j it means that* the 
mat^^rial is not on microfiche* 'nierefore^ we will not have it* 



= . ' If the ED number la not lioted on the white cardn/ chock the/ graom 

box reservGd for mlcrofiahG to bo i'iledV 

3 •' ^ "^l . you notice' a card with a tab that has your ED numbcjr on it, it 
moann that the microfiche is miaoing. . . ' 
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The Doauments Section doeo house other mlGroformat begides the 
ERIC collection. There are several types i microfiche, mlcrofilmj 
and microcards. - 

^ A detailed desoription of these holdlngg, except for CIS and 
A3I (see later chapters) ^ will jiot be given at thia point. If at any 
tir^e that you are asked about certain titles, pleaae consult your 
supervisors for information such as where they are located and how 
they are arranged* 

liiated below are some of the major titles that are housed in the 
Docuraents^ ^Secbion* Remember, it =is.*n^ a complete list of holdings* 

' MJCROFICHE • 
(1.) Human Relations Area File 

(2*) National Technical Information Service (NTIS): Government 
Reports 

(3,) U,S, Departmen€'^ State Bulletin 

(4*) Pacesetters la Education 

(5. ) Manpower /Research 

(6. ) Geological Society of America 

(7* ) ^Greenwood Hearings 

(8, ) Depository Microfiche (OPO) ^ ■ / ^ 

(90 Americari Statistics Index 

? (10, ) CIS/lndeK ' 

(110 Kentucky Acts 179g-l8gB 

(^12,) Education Direct^aa (state) 
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MICROFILM ,' . 

(1.) Congresalonal Rfeeord • 

" (2. ) Civil War Recorda (Kentueky) : Union and Confederate 

(3*) Federal Regiater 

(4*) National Archives Microfilm Publicationa (There are many 

titles available in thia Edrlea). 
■ * . . ■ ■ ' . " 

(5-) Fjederal Censua of Population' Kentucky 1610-1880 (covers 

= . Madison County) ' - ' ' 

. ^ ' . . ' MICROCARDg, J-H^ 

^' '1 * : ^ ' ^ ■ '''' ■ ' - 

< - ' ■ • 

(1, ) British Seaaipnal Papera 

(g,)' Hanaard Parliamentary Debatea ' ^ ' 
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DOCUK ENTS 

• A state docments colleation is also housed Iri the Documents Section. 
It cpntaids raaterials similar to what can be found in federal documents exoept 
it is on a state ^asiar » . . . * 

Unlike the federal documents whiGh is arranged by the Superintendent of 
Documents classification ayitemj there has never been an uniform cJ^asification 
^ystem for state document s* ^ere are^several different systems from which 
to choose* however, the Documents Section here has decided to arrange everything 
a Iphabe t ic a i ly * 

Each student assistant should be aw^e of the arrangement of the state 
collection because of public aervlce demands* He my be required to help the 
patiron %o find apmethlng in the. state collection as well as^i federal* 

CARD CAIALOG . " , . 

.. A qard catalog diyided into two parts has been developed to provide borne 
m^ffk of lui owing, what is available in the cpllectlon* The first half of the 
card, catalog Is a TITM CARD Flljl In which the contents are arranged alphabetically 
by state first and then under each state^ alphabetically by title of its 
publication* Kiis allows a patron to check to see if we have ^ certain title, 
(See sample title card further in this chapter,) 

. / The second half of the card catalog is a SUBJECT CARD. FILE in which the 
contents are arranged alphabetically by state^ then by subject categories which 
have been established^ and by titles under each subject category. 
(See list of state subject categories, ) The way the Subject Card File Is 
arranged is the way the stefte^o^documents are arranged on the shelves, Kiis 
broad subject approach allows the patron some means of gathering material on 
his topics, ; ^ ^ I 



LABELS ; ' ■ ' . 

- \ : ■ .... ■ . . 

Labels state docura©nt,s are located In *fche same positions as are 

thosd on. federal documents. The only differenoe is that stftt^^ labels use 

"words" instead of numbers. A state label has two to' three lines on it* 

: . ' iBt line I ' ' 

. name of th^^^ state is'tyfied ^ ^ , , , ' 

■ in all aapltal letters in . ' 

black, \ ' \ . 



KENTUCKY 



; 2nd. line : 
subject category is typed 
in all capital letters in 
red. ' 



EDUCATION SECTION 



^; • 3rd line I . : ^ 

^ the third line;is used only 
when necessary to show proper 

title if the cover or spine . . ^ ^ . 

:. shows differently , , R^S^ to Read. 

sfffiLviNG mms . ' * 



Althpugh only one or two student assistants are responsible for^ shelving 
state documents^ all n^e,d to be aware of a few alphabetii^ing' rules . for easi^ 
retrieval frdm the shelves. ; 
ALHIA^TIZING RULES . ^ . 

. Although the state collection is arrtnged alphabetically^ there are a 

few rules that 'each student assistant needs to know for easier retrj^eval of 

materials from th? shelves, \ 

RUIJ It All titles are filed word by word and, not letter by letter, ' = 

' ■ . . ■ ■ ' \ . ■ = 

RUI^ 2: A word, having 's Is treated as one word, (Kentuclqr's is filed as if 
_ ^4 it were spelled Kintucl^s* ) ■ ' . ' . * 

mm 3: Articles ''A"^ "An" and "The" are ignored if they Begin a title/ but' 

mustf^ fce considered if elsewhere in the title. - - 

In. the title "The History of the State Police^" Ignore the articlej 

"The"'ahd file according to the second word, "History", considered when completing 

the alphabetizing process, . - = - ' , 

'RUIB Ifi: if a number appears in ^ht; tutle| gS7is filed as if it were spelled - . 



\ ' ' ' . " _ . .^j-io- ' ■ 

I ■ ' . ■ ■ , , fi „ . ■ 

out. "Title to Program",' la filed as "Title Six Program." 

SHELVING RULES , ■ ' ■ ' ' 

Usually two student assistants are assigned the responsibility of 
ahelving state documentat The same general principles for shelving 
federal documenta can be applied to state documents, - ' - 



/ - ■ ^ ' SmrE SUBJl dT CATEGORIES 

! -s.r. 1 ^ — ^.-T-.-— — n — ^ _^ 

; ApRicirt/ryRE sEqTiON - 

' • = ' ' ARTS SECTION , . 

V V ' GONMRCE SECTION. _ : = : 

EI^UCATION SECTION . - ' 

EMPLOYMNT/ LABOR SECTION 
FISH/aAME/WILDLIFE SECTION ^ 
. GEOLOGICAL' SECTldtr . ' ^ 

" - ^ ' GOVIRNMENT SEQTIOT . 

^ ^" ' H^LTH AND SOCIAL SERVICES SECTION 

' - • / ■ HIGtimYS & TRANSPORTATION SECTION 

^ HISTORICAL SECTION . 
HUMAN RELATIOMS SECTION 
^LAW ENFORCEMNT SECTION 
■ ' LIBRARY SECTION , 

MILITARY .AFFAIRS SEC;PIQN 

iftTURAL RES^CES AND /CONSERV^^TlON SECTION 
PARKS AND RECREATION SECTION 
^ / PLANNING AND DEVELOPltelNT SECTION 

REGULATORY AGENSlES SECTION 
REVENUE AND FIMNCE ^011 ON * . 
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GIHCUIATION OF MTERIAtS ' 

Documents are. intended for circulation on the same bf,si%^a commercially 
published books ^nd pf riodicals purchased by the library. However, 
because doeuments are housed separately from the rest of the library's 
collection and are of a specialized nature the Documents Section cirGulates 
their materials according to theii;* own requirements. . % 

Certain rules, and procedures must be followed in circulating documents* 
rhese general rules and procedures are discussed below with the exception 
of tto paying of fees (overduas, lost book charges^ and photocopy) j 
those th^ee ;air0a;s are discussed fully in, other pages. ■ ■ 



GENERAL POINTS 



I. Doctoents to circulate 



2/ Documents that cannot be checked 
out (except in some cases by 
special permission)* 



MAIN POINTS 



1. With a ^ew exceptions^ nearly 
'all documents (bound and un- 
bound) may be checked out. ■ 



1. Materials with colored tape 
strips (red^ blue^ green) on 
spine* 

2. " Periodicals (except c. 2^ c. 3^ 
,^etG*) 

3- Annual f^orts (last two years). 

k, Bocuments labeled "GOVT. DOC. DOES 
I 

NOT GIRC. " ^ . 

5. Microformat. 

6. Indexes and abstracts. 




Census materials (green dots). 
DoGuments on reserve (yellow 



^ota) , unless speaial permlasion 



is granted by^^af f on duty. 



3- Speaial permlsalon 



^^^oan period and renewals. 



1*. Special permiaeion may be granted 

' only by a full time fltaff member 
(prof esaional or clerical. ) 

2. Ort^e permlosion . is obtained tjie 
materials^imay be checKed out 
for., a period of two hours or 
>overriight using the regular 
documenta circulation procedurei 

3* Faculty members ean,, check out 
documents for the semester with 
the provision ^that if we have a * 
requeit we inay b^all and ask them 
to returnrthems'' ' 



1. Most documents nay be checked 
out for fr'f)eriod of one " week* 
Tell the patron that the document 
is due back in one week. 

2, There is no limit to the nmnber 
of doGufflents that can be checked 
out. 

3.. Anyone with an I.Di card (driver 'a 

license, student or faculty- I ^D* 

, .= ■ . 

card^ etc.) may check out materials*^. 
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5* Fines and fees (overdues^ lost 
ma,terials> photocopies^ mlGi^o- 
print copies. ) 



km DoGuments muat be returned to. the 

Doouments alrculation deak. (PLEASE 
; INFORM PATRON TO RETURN IT TO DOG- 
■ IMENTSI) ' 

!• A document may be renewed or another , 
week providing no one else has requested 
it be held for thera. = 

6* All materials must be ohecked out 
before they can be taken from the 
documents reading area, 

7. Materials tKat cannot be checked 
out to led;ve the library but are to 
be taken elsewhere in the library 
muBt have, circulation slip filled^ 
out. Use blank ^lips provided 
and write "NOT JO LEAVE LIBRARY" 
in place of date and get other 
basic information. 
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1* Five cents (j^) is charged daily ^ 
(eKcept on days which the library 
is officially closed) for each 
document overdue, 

2* A reserve book checked out has a 
fine pf charged for the first 

hour Qverdue an^ 5^ for each hour 
thereafter, 

3. GirQulatlon cards must be filed 
propoerly in overdue s* (See pages 
for basic steps.) ' 



6. Reserve Books 



ERIC 



4» Students may makG copies on the 
, self -Service- photOGOpiei* fpr " 
per. copy, 

5« Copies may be made from microfiqhe' 
and miQrofilm for 15^ per copy, A " = 
staff member has to dperate the 

6. Any material that iti lost of which 
i^ Documents property must be. paid 
for by ^ the patron. ) 

7# All fines (overdues^ Iphotocopies^ 
microprint Copies^ lost materialB) 
must be paid at the Circulation ' 
Desk on the 2nd floor. See pag^/s 
for procedure*. ^ dj^'^^^ " 



1. Any document may be put on reeerYe 

upon theirequest of a member of the 

^ ■ I '■" . 

faculty ' or the staff for any/ length 
of time, 

Documerfbs on reserve are piac^d 
under tlje requestor's name on the 
Reserve Shelf * with a long blue or 
orange Reserve^ Book, card and. a 
yellow dot to indicate/it is on 
. reserve* 

3* A patron must have ^prcbper ID and 



this should be stamped 



or his name - 



written on the orange or blue card. 
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8i Identification 



inside the doaument "bef oi^e he can 
\\Xm lb. Ha is also responsible for 
its return- I IE MUST RETURN DOC- 
I MNTS TO A STAFF I^MBER! 
j 4. The signed card. must be filed in 
I ^ ope r location in circulatiop tray. 
I 5. A reaerye document generally has 
a two^hdur^ time limit. A professor 
may request a different time limit 
and this will be noted on card* 
6* Wernight loans can be made with 
special permis.aion ' f orm full time 
staff member after =9'30 p.m. The " ' 
document must be returned by 9 •00 a*m^ 
-\^eekdays or one hour after library 
opens on weekdays and holidays* 



1. Identification of some sort must 
always be presented when checking 
out documents* 

2* Acceptable identification include 
sources such as a faculty or 
student l.'D* card or a driver's 
liGensr. 

3v Certain information must also be 
obtained: 



33 



? 




mm 

■ " " ^ 

' ADDRESS (Bok Not if on campus) 
TEnlSPHOWiD NUMER 



I*D, NIM3ER . ■ ' ' 

CLASSIFICATION (undergra'duate^ grad^ 
^ \ uate; faculty> speciali 

if^ other-^lndlGate if 
kiiown--i*e* Model Lab, 
Berea College^ etcp) 



- ' > - i ■ 

' . • ■ I 




J 
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30 NOT REMOVE THIS^SLlP 

.I2l11N£JF lost . 



CALL NUMDEn 

I 66^2 
Ou 8^ 



VOL 



CQpy 



ACC NO 



Outdoor Recreation r A 



I HI ^ 



for America 



^FAC. 1^ GRAD OTHER 
^SSTAFF C3 UNDERGRAD. 
PHONE NO. j 50 



7 att 7 



NAME AND ADDRESS 



i URN 



yi5 . 

f'L * f 



.Johh Doe : . 

Box 1£5^ OafnmoriwealtH 



EASTERN KENTUCKY UNIVERSITY 

JOHN GRANT CRABBE LISRARV 
RICMMPNP. KentucKT 



CIRCUIATION SLIP 




SECOND 



TRANI. SEALCQ 



DAfi 

REFOHrrp LOST 



DATE 



AMoyNT DUE 



DATE PAID 



CQLLECTIP BT 



HOLD FOR 



Tel. NO 



Date neeped 



NOTIFJED 



HOLD UNTIL 



REPLACEMENT 



AUTHOR 



TITLE 



PUiiLiiHER 



APPPOVEO flV 



PAtC ORDEREP 



COMMENTS 



overdue: 
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DOCUi^NT BEIN G CHECIffiD OUT " 

— — --^"--^^^ — ^ - - - ■■ I, ■'^ 

Fill out the,McBee circulation slip COTpletely (see eKample abcnre).* 
Use the SuDocs. number or the state category as a call number. 
Inaicate volume number and/ or copy number in proper places, if 
applicable* 

Write the title (as much as possible^; in the author/title spaGe; 
On the bottom half of the slip supply the patron's ' . ^ 



a* 
b. 



, . -; \ (l^) Name 



Addjcess (Box No. ) 



. C*. ) Phone Number • 
>v5 ."^"''/^"'f H ^ K (5.) Classification . 

, , . (3..)^ r.D. Wer.<Soqi^ Security N^; , (Un4erffra*aate, Facu 

■ ■. ' ' f^"'^:' r '^%«?*-.. ' etc. ) ^ V 
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^ e. Run the circulation slip through the charge machine to qbtain 
the date that the document is due back, mke sure the date is 
set properly, 
f . Write your initials, below the date, 

2, Tear off the white copy of, the circulation slip^ fold in half and 
Clip it to the publication* 

3. File the rest of the ciTCulation slip by the SuDocs Vmnber in the 
left side of the circulation tray. 

k. Mark one "soldier" on the Daily Statistics Sheet in the '*DOCUMEOTS 
CHECOD out" column for each document circulated. 

DOCUMSNT BEING RETURNED " 



led, 

material was returned on time, (see 



l^en the document is retur 
1* Check to make sure that the 

below for handling overduea)* 
2, Pull the circulation slip from the circulation tray, 
3- Discard the white slip and the circulation slip and place the 
document on book truck for shelving. 

OVER DUE DOCUMENT RETURNED 
If a document is overdue when being returned, 

1. Pull the circulation slip from the circulation tray. 

2. Record date returned in proper line on back of circulation slip. 
3* Figure out the fine owed and record on proper linu on back of 

circulation s lip, . 
'U. Write your initials on the lino "Collected' By. '* 

5. Fill out fee assessment slip for patron according to rules and 
procedure on pages i|5-li6, 

6, Writu imtron'i? name across bhe top of the McHee cirtfulation slip 
in. capital letters and file alphabetically by the name in the 
overdue section of the circulation tray, 

. . 41 



DAILY: STATISTICS 

Circulation of depository materials and public services make it necessary 
to k^ep certain statistics each day. Our statistics are broken into six areas: 
(1.) Attendance^ '(2) general questions^ (3) search questions^ (k) documents 
checked out^ (5) microf ormat, and (6) reshelving. 

A "toily statistics SJieet" is kept on the circulation desk at all times. 
It is the responsibility of every staff meraber--whether he be _ prof essional, cleric 
or student assLatant --t o make sure that he records his statistics in the proper 
place. ^ V 

ATTENDANCE ' . .., ■ 

1, A count of the number of people in the Documents area is taken at every 
hour. 

2. Count the people in the microfiche area^ Documents stacksi reading area 
(up to end- of our ranges)^ and hallway where the photocopier is located. 

GENERAL QUESTIONS ' ■ , 

General questions are those of a directional or informational nature such 
as "whereas the bathroom?" or "Do you have a pencil sharpener?" or "flow 
long are you open?" 

As long as you are not required to g6 look in some indej^ go tb the 
shelves^ and so forth| it can be considered a general question. You record 
a "soldier" (ii^^) on the statistics sheet for each general question asked* 

SEARCH QUESTIONS 

Search questions are of a more specific nature. You will have to look in 
indexes or go to some area of Documents to get materials. You record one 
"soldier" for each search question askrcl. * 
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DOCU?^TS CI^graBD OUT " 

Wheneve^^ documents are checked out to actually leave the library/ you 
record one "soldier" for each piece. Document a that are on i^eserve and for 
which the patron must sign a reserve card are also counted as being checked 
out , 

Microfilm used will be counted by the reel. Microcards and microfiche will 
be counted by the number of sheets or cards used, 

RESOLVING 

Reshelving count is the qounting of all materials used in area but not 
checked out. There is a speoial book truck marked ''RESHELVING 1 " Whenever on 
duty^ count the documents on this truck and record the number before 
shelving the material. 

I 

■ ^ \ 



) 
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PROCEDURE FOR 
PAYIKG FINES, LOST BOOK CHARGE3~AND fflOTOCOPY FEES 



Effective with Spring Interaession (May I3, 1975) there will be no 
cash or change tahen in for payrnent of fines^ photocopy charges^ etc. No 
petty cash wil^l be available and no one is to handle monies pertains to 
official Library business ■ 



FINES , [ ' 

1. Documents fines are calculated at $*05 per day, per book if fine is 
paid when book is returned; $.10 per day per book will be charged if 
not paid at time book is returned. One form should be used for 
each student no matter how many books he has returned which were 
overdue (^t^mplei 5 books, all rerarn^^^S days late-1 fprm- 
Amount $t75)* An assessment form snould be filled out as per 
the example below: 

BOTH PARTS MUST BE COOTIETED u 




EKbU&ff ABBE UBRARY DATE: ^//S/^^ ' 



IAS. 

DOCS 

LRC 

REF 

PERIOD 

CIRC 



FIRST 

RESERVE 
TOWN-, RM. 
LAW LIB. 



OVERDUE 
PHOTOCOPY 
.LOST MAT. 



AMOUN 



is. 



FUND 
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4®®^ within 48 hours or a new assessment will be made for an equal 
amount as the fine will be doubled (instead of $.05 the charge will 
be $.10 per book, per 4ay). This will be roiled to him by the 
Clerical in charge pf overdues with a brief note regarding the 
penalty charged indicating that Circulation has been notified of thi^ 
increase (not necessary to notify Circulation-payment of original 
or increased fine is satisfactory). 

After figuring all fines-staple air overdue charge slips for atudent 
andqomplete the back as follows i 

MNEWAL or OVERDUE MTERIALS IS NOT raRMlTraD UNTIL Tm FINE IS 
PAID AND Tfffi RECEIPT IS SHOWN 1 MIffi..OUT NEW SLIPS FOR MmRIALI 



TRANS. SIAieD 



DATE 

RtPDRTID LOST 



DATE 

RETURNED 



9-/5-75 



AMOUNT put 



HOLD FOj? 



DATI NEEDEp 



HOLD UNTIL 



REPLACEMENT 



PUeLPSMCR 



APPROVEO at 



DATE ORDERCO 



DATE RECilVED 



CDMMENTI 



4 



\ 



PHOTOCOPIES 



After the photocopies have been made and the /total number of 
copies can be ascertained^ assessment form sriould be completed as the 
example below* , = " 



DATE: 




OVERDUE 
PHOTOCOPY 
LOST mT. 



Patrons will have to pay at the Circulation Desk. All photOGopies 
should be retained until the student returns with h is paid half of 
the form ; ;i?.Then the copies can be released to him* The quantity of 

s 

copies and fprmat copied from, as well as dudsy should still be recordSd 
on the clipboard sheet. 



INraiRAGENCY CHARGES 



i 



Process as we have been and send the completed Interagency charge 
slip with the staff or faculty member to PERIODICALS or their records. 
Again record on clipboard number of copies amd format copied, HOLD 
COPIES UTIL TfffiY RETURN WITH SIGNED SLIP I 
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Doeiments Section (Library) 



NAME 



INT. kcm^ m,^ 

.NO. OF COPIES 



SIGNED 



TOTAL AMOroJT 



Dooujnents Staff 



RELEASEIi 



Parlodiaals Staff 



? ^MTERIALS 

After det elimination of replacement cost by supervisor^ and/or Section Chief, 
I. I generally original cost plus $£,00 reorder and prQcesging charge per 
.e)^ the assessment form should be completed as example: 
^ USE ONE FORM PER TTTLE--DO NOT COIffilNE 
IKU C RABBE LIBRARY pATE^ ^ ^/^^ 7^ 



NAME 



LAST 



El 



DOCS 
,LRC 
REF 

PERIOD 
CIRC 



FIRST 

RESERVE 
TOWN. RM. 
LAW LIB._ 



□ 



AMOUNT . 



INITIAL 

OVERDUE 
PHOTOCOPY 



LOST AMT. 



□ B 



REFUND 
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ERIC 



In cast the student relocates the book after payment of the lost materials 
assessment charge, then he is entitled to a refund. 



\ REFUNDS 



1. Should only be issued for return of lost materials. Form shoi41d be 
completed as example (on following page). 



gKU CRABBE LIBRARY 



DATi: 



NAME 



INITIAL 





REF 

PERIOD 
CIRC 



[ [ RESERVE 



LAW LIB, 



OVERDUE 
PHOTOCOPY 
LOST MT. 



□ 



AMOUNT 



"3. 



REFUND 



if more than one document is rclurned all can be entered as one transaction* 




ERIC 
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MONTHLY CAIALOG OF U> S. GOVERmENT PUBLICATIONS 
( IMP^ING AND FEATURES ) 

The Monthly Catalog of U,g, Government Publlcationg Is the major 
bibliographic reference tool for providing access to government documents, 
ihis publication is generally referred to as the Monjhly^ Catalog or MG. 

Basically, the MC consists of two parts. The first part of the 
MC is the text which is arranged alphabetically by issuing agency; this 
allows one to see at a glance the latest publications of an agency. 

The second part of the MC is the index section in which one may 
trace a document through one or more of four categories: (l) aubject ^ 
heading, (2) author, (3) unique or shortened title a document^ or (k) 
government agency which published the document (see Illus, l). Each 
document is indexed under at least two of 'the above categories, but 
rarely all four, 

. INDEDCING^ 

In using the index of the, MC, one must consult the index which 
appears in each current issue and the cummulative annual index which 
appears in the December issue of each previous year, as the monthly 
issues, are bound together /at the end of the year. 



BASIC STEPS IN USING INDEX TO LOCATE A DOCUMENT 
* 

I^ORTANT STEPS m POINTS 



i* Look in the alphabetical ar- 


1* Thf 


? four categories are* 


rangement of index under one 


a« 


subject heading 


or more of four categories. 


b. 


author ' 






title 




' a. 


government agency 



s 



A n 



Stantoia, Fraak, nominatlon» heflri«ip, StfS4 
itrtfg, pftotORrophIb aittonaotrle techniques, 

coiiforence, 4488 
Starting and manoging geriei, 4088 
Stati- DepartioeDt ; 

hBekgriJUnd Qotti, 4730=42 
progreiH to Btroagthen U,S. Qo^erBmoBt 
forelffn tax foil of on cJefenae espeodl* 
tyres oVHraeas, GAO repoftj 41D2 
fluppofts CofiKrossloBal regolution oa UO", 
viut Jewry (atatement) » 4745 
StfltH ftoveramyntSi i cc^Qoverniiient* 
State of art, gugrarbfiet proceaHlng waato 

treatiuerit, 4070 
BtatomeotN, scv Acldre^sds, lecturaip dtd, 
^ Htatt*ai 

eKiBUns State BQhooI flDaaet programg^ 
fev!i;w, UoQuinQiitatiOQ of (Haparltiei lii 
iinanciu^ gf nubllu elcHientary and goe^ 
oiidnry gehool syBttMui^ by Btiite, 4004 

fulf henriags in public nyslgtanco under 
^utiufally-uldod prograniH^ BtatfBtic'ui 
Irifoi'inatlpni 4504 

Fedufiil aiid ^tnte student aid progranis 
print as Beiiatu document^ report, 8782 

IftWH ouactod 111 1970 of Intyrpst to Hons- 
Ing and Urban D«volopuicut Depart- 
ments 4202 

maturnal au.d child healtti Bervices of 
Btntd and local healtb departrncntNp 
4iii2 

merit n^stem.^, extend to additiOBal pro^ 
jjfainH tinanced by b^ederaJ funds IPA 
tyrant iidiulnlHtratlon bandbooU, 3044 

1070 populiitlon for Voting age for Statee, 

plupned and aetuai long-term borrowing 
by iState and locni govcrnnientSp 4133 

salary rangea of ^olycted Btate ^clnseeB, 
3U58 

Btate and local gOYernmont Bpeeial 

-atud4«M^^^— -~ 

State u^perlonea with taak of crirflirial 

law reform hearlagR, 8044 
Btatc-Igaui ruvoniio Hyatt? ma and cduoa^ 

tlonal Unancc^ H2D0 
status of Btate hours laws for women 

Bin CO nasoage of title VII of Civil rlghta 

net. 4822 

tnxntioii of natioaal banks by Btatcs, 
defer until 1073 amenduiuut to revised 
S tn t n t ea, re|)o r t , 3 70 S 
Static 

nlleut of nroeesH regirnea of high tempera^ 
tuftj tliermoineejinnleal working on 
Htatle and fatigiiu itrength of bent 
rcBlMtant nlloyBj USSH study, 43ftD 
Rtntlc iongltitdlnal aerodyniun|d dharacter 
iatlca of (flOHe^conpied wlng^eanard eon- 
flgiirationa at Jiaeii numbera from 1.00 
to 2,80p 4524' 
Btatlatlf'H, statist leal motlel for eHtlinatlnn of 
variability variances from nol^y iflatai 
8357 
30C iit^o gubjeots^ 
Statue of Liberty National Monument, gen- 
eral iiiformatlon, Spanish edition, 4023 
Steatttboat Ctdukt water temperature in 

Htt'Umboat drainage, 4170 
StenrnB, Marian S., report on preschool prs- 
graniS, effeotH of preBehooI progfonia on 
disadvaii^agod children and their families, 
8U2C) 
Steel ■ 

determining meehnuifal eharaetoristlds of 

high-Htrength ateoii under teh^ion; 

USSR, 4877 
ingot produeeraj eurroBt Induatrlal re= 

ports, SOOD 
martenslle trAQiformation detodtloa in 

eryogeijie 810*018, magnetonieter dOTcloiv 
.ment, 4548 
reBpouse-of Delta teet to spf^lmen varla^ 

ble^p 40i2 ' 



Steoi— Continued 

three-year Inspection of imtur^tone pord<^ 

lalp annmels Oil steel, 4S40 
see aiaQ liAou^s bf inanufaetiiFed artlelea 
Steel wapkerg, 1 & 0, rate training mauual, 

4047 i 
Stellarntofs, dlffuilon of denae decaying 

plri^mn in stellaratof, studleg, 33ao 
Stenmark, igrneBt U., nilcrometeorolngy field 
clfita from Davlg, CftUf., lOOf cooperative 
field esperlnuint ruiis. 3302 
Sterling Novdty Prmhiets, iirtleles com- 
pHHcd of plnHtlu NhueL^ having openwork 
structure, TarilT ComiiilgN'lon refiort, 4778 
StevenH, Hoboi't M,, pinu reproduetlun weuvJl, 
414D , 

Stever, II» Guy ford, noniiiiatton, hearing, 
3U47 

Stills, code of Federal rtjgulntlons, revised, 

4323 
Stock exchanges i 

commlaalqu rates aud Iiiatltutlonal oiem- 

bership. heiiflng, 3l>07 
tinariclai ancl operational problenia huar^ 
iups, 3007 
Stoekpiling, mc€ Btratcgle nuiterlals. 
Stucici. interest equali^utlon tax, tas Infor- 
inatloii, 4310 

BfocUton, Cdllf., census of houbiug, 1070 

bloeic Htatlatles, 3437 
Htoddard, Theodore, L.., Indian Ocean Terrl- 

\nrlos, 3370 
Stoleliloinetry, see Ciiemical reaction^ 
Htorttgc, underground Htorage ■ of irnportnd 
water in Snn Oorgoulu I'liNsnreii South- 
ern Cnllf., 42H5 
aee also uanics oij cIuhhos of nrtleles stortjd. 
Btorms I i 

magnetic duxes lu tail of mngnetoBphere 
duriii g dljY erOnt auh-^torin p hnae dt UBBlt 
"^"wiiTdyr"4tr5tr ^ ^ ' ' - 

urbau storm runoff and eonihiued sewer 
overliow poilutloiu Bacrauiento. Calif,, 
4072 

Story of water supply for ComHtock, Includ- 
ing towns of Virginia City, Gold illll. aud 
Silver City, Nev., 4210 
BtowcH, Ciiriytoiiher Ijasic data on econ- 

umy of Uonniiilu, 307l 
Strains and stressee : 

nntomated prgllridnary design of alnipll- 
dcd wlrig structures to satiitfy Rtfeugth 
and tluttor requirenient^j ^10 
autoniated Biiell theory ftft' rotatlnif struc- 
tureB (AHTlii^S). - ' 

behavior of Tl-0Ai-2.5Sn ELI titanium 
alloy sheet pnteiit and weld metal in 
prvsence of craeJcs at 20K, lOlS 
cuMiprcHsIve jstreupth of Nldp liull glrdura 

pf. 2, Ntiffened plutea. 4084 
determiulflg mechanical eiuiraeterlitl^ of 
higli-atreni?th steels under tension 
UBSIi, 4377 :- 
elTect of proet.js reglmea of high tempera- 
ture Uieria'birieGhafllcal working on 
Htatid autl fatigue strength of heat- 
resistant alloys, UHSU atudy, 430B 
In situ rock teniperuture, atresi liivesflga- 

tinns. in rock fiUarrleSi 4400 
iuataldiiiy of glass liber reinforced plaatlc 

panels under axial conapresslon, 3377 
noiisyninictrid bueklo patterua in progress 

sivo piaatld buekilng 337B 
'relative BUHceptihUlty of titanium alloya 

to hot-salt ytreaa-eorrostoii, 45i3 
role of hydrogen In liot-galt atreia eor- 
roslon cracking of tltnnlum-aluuilnum 
alioya, 440B 
structural and envlronineatAl ffldUitlca 
Inventory of aeronautical ground re- 
seareh fnellltleN, 4400 
atructurai efllcIeUcica of 6 dompreiilon 
panels wltli durved elemeJatSi 4511 
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Do not order from index i eeo IndkntGd entry 



SA^gLE PAGE FROM INDEX OF IJGNTHLY CATALOG 

EXPLANATORY vNOp- 

1. Government agency 

2. Title 

3. .Subject heading 

V ; ' Author , v .; iv 



2, A list of titles of publications 
i% indented under each category 
consulted in which a number 
immediately follows each title. 



2, Subject headings can be specific as 

well as general. 
3* If looking under a title^ the 

title^will be unique or a 'shortened 

version of the full title. 



3* Take the entry nurnber following 
eaoK= title v/anted and go back 
to the text or the body of the 
MC for further information. 



4, From the information in the 
actual entry for the document 
write down the clasiaif ication 
number assigned to it» 



-Puiijfctio. dQcm^ the ahelf- 

using the classif Ication numbei*.. 



1. This. number is called an entry numb " 
2.. It designates the order in which 
a document appears chronologically 
or numerically in the MC during 
the calendar year. 
3. Every title of a.documint has its 

own entry number. 
^* I'his entry number is not a page 
number » 



1. The entry numbers are arranged Tn 
numerical order on the left hand 
side of each page of text, 

a* = Match the entry number following 
the title wanted with the entry 
number in its numerical sequence 



in the text. 



1. The jilaasif ication number usually 
appears in the lower right-hand 
corner following the bibliographic 
information* 



1* ^Qcumenta arc arranged on the shelve 
by the Superintendent qf Doquin^nts 
|Classifiaation System, 



5r 



J 
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ERIC 

( RESOURaES~IF^DUCATION ) 

Another tool besides the Meftthly Catalog^ that is valuable to the 
DoGuments Section is Resources in Educati on^ It is prepared by the 
Educational Resources Information Center or ERIC as it is better dnown* 
ERIC is a nationwide information network for acquiring^ selecting^ 
abstracting^ indexing^ storing^ retrieving^ and disseminating the most 
significant and timely education-related reports* The ERIC collection i 
on microfiche (see sample on p. 5^ ), 

Its publication^ Resources in Educationj is a monthly abstracting 
, Journal announcing research reportsj descriptions of outstanding programs 
bibliographies^ conference proceedings^ curriculum-related materials^ 
theses^ disaertat ions^ and other documents of educational significance. 
Its contents are indexed by subject^p author^ and institution in three 
separate sections. Each year an annual index or i^two semiannual IndeKes 
are available* 

Each monthly issue is made up of four basic parts i (l) document 

resumes^ (2) subject index^ (3) author index^ and (^0 institution index* 

' At the end of the year, the monthly issues are bound into three 

volumes containing the document resumes only, because of the availability 

of the cumulative indexes . . - c 

. s ' 

Basic Steps for Ualnf^ ERIC 
1, Consult each monthly issue for the current year for current docu- 
monts on the subject'- (example 1 READING)* 

At Check the Subject Index Section under the subject or descriptor 
READING and the applicable terms that follow auch as REAPING 
GOMPREmNSION. 



Reading 

Reading and Paster Reading, S^cialis^d 
Bibliugrophy B4, 

ED I 13 947 

Some Further EfTaets and ImpIieatjQni of Sen- 
tence-Combining Exercise! for the Secondary 
Language Arts Curricutum. 

ED 113 744// 

Rffldlng Ability . 

The Word Attuck Component of the *'Wiscon. 
iln Design for Reading Skill PevetOprnent'': 
Three Empirleal Studiei on Skill M&stery, Skiff 
Retenlion. and ijie Effeets of Ineentive Treat, 
ments for TeoeheR, Teehnicpi Report No. 333 

ED 113 69? 

Reading AcMevement 

Detcrniining the Feasibility of an Annual Com- 
missioner'B Reporl of the Muslery of BasiQ 
Skills by Florida Citiieni. Oasie Llterqcy and 
BuMq Skills Technical Report No, 1, 

ED ! I 1 694 

■An inyestl|at|on Oeaigned to Test the Feasiblli. 
ty of Using Visual Literacy Techniques and the 
Language Experionee Approach to Rsading to 
Dcveiup the Reading Abihties of Rerriediaf 
Fourth Grade Reader^. 

ED I 13 705^/ 

Readfiig Comprehension 

Designing InMruction in Reading: InlerBction of 
Theory and Practice. 

ED 11 3 690 

Prototypes for Teaching Sentence CnfTiprehen-- 
lion Skills to Learning Disabled Children. . 

ED !13 863 

Recall for Contest-Related Sentences and for 
Sirnitar Unrelatyd Sentences-. 

ED if 3 677 



B, Each document under the suhject hemdlngs or deGcriptors is 

identified by an ED number following the title. Choose the ED 
number (s) that you think can be helpful\ (Such as ED II3 69k), 
Take the ED^number and go back to the document resume section in 
front and find it in its numerical order. There you have a summary 
of about 250 words or less. of the material as well as basic biblio^ 
graphic inf orimtion. 



ED 113 694 CS W2 197 

, PowHl, miUamS' 4n4 Oih£fs 

DfUrmlsliiii lb* milbJIIiy ef aa ADpu^l Commls- 
iloner'i Rtpori of the Msster> af B4sk SklMi by 
Florid* CUizthk Basic^Liierity ind Bflile SkllU 

Flynda State D"«pt of EduciUon, Tunahass^e.; 

Florida Oniv.j GajnesviHe. CqIL of Education. 
Pub Dale Nov 75 

EDRS PilEf MF'^OJS Hc-$l.9i Plui hMUft 
DesEriptori^A^uft^ Baiic EducaliQn, Adull 

Lileraey, * Basle >SkjiU, Cfilefion Referenced 

Tcils, Elemeniary SeCortdary Eduealion, Fune= 

\\dt\a\ nlitsraey, •Fuhelipnal Readm|. Lan= • 
n guage SkjUs, Ljswnjni Skilli, *Liieraey, 

"Lii^racy EduEaiion, MBthematjci, ^Reading 
% Achlavemcni, Reading InstryEtion, Wnting 

Wentlfiers^Fldrida 
Thk report rec'dmm£hdi that an annual rsport 
mads l@ the citizens of Floflda about ihs slate 

of iiler^ey in Ptorida. The concept of [lieracy i| 
I defined in lermi ofiiev^js of literacy and basic 

ikilli required io aehjeve ihe different levels. A 

review of the liteFature On lileraey ii the basii for 

three iu|g€Sted levels of liiera^y: ( 1 ) pre^Mieracy, 

compQiied of skills which are still unitahle and 

iryrisierii Hnd whieh allow a person to compleU 

ihe tasks demanded by io^iety in iii elemehtory 
. - lehoois; (2) basic tileraqy, compoied of siahle 

\-J skilN meQiUrable gi a grade level of uppro^innaie^ 

ly S.Sfund (3) career liiera^y, eompo^ed ofoccu- 

patlnnaMy speeiQe skills and funciioBat and lur- 

viva! ikilfs and measurable at a grade level of ap- 

proximaiely 7,5. Since ^Ork Is one of the primary 

funciioris of being an ind^pendeni coniribuiing 

member of society, career literacy is corisidered 

necessary for a persbn to became Fninimally 
. lite rale. The basic skjljs ur£ (hose lan|us|€^ and 

cDmputaiional proceises eisentlal for Itiera^y and 

Mpori' which further learning de^^nds,. ft ressm^ 

mended that a sttfteNi^ide criiei'idn 'aiiesimeni 

device be esniiructed to identify^iHt essential 

taski which need to be accomplished irf each ikill 
. area. (MKM) , 

i 

D* If you decide to look at the title in its entlrity^ gi^fe-ED number 
to a staff member- who will pull the mlcrofische and set lip at the 
microfiche reader. (NOTICE: PATRONS WOT ALLOWED TO PULL OWN 
ICrCROFlCHE I ) . ^ 
Use same tiaaic process with hoiuid volumes. . ^ 

A* Consult hound index volumes under appropriate subject headings or 

descriptors and obtain ED numbers* 
B# Go back to bound resume volumes for abstracts or sumnmries* 
Spines of the bound volumes will indicate location of ED 
numbers desired. .. , ' 



'jho .CIS/IMDBX do another tool that uacd frequently rjuoli ag the ,' 
Umthly Catalpg and fiRjC/ The CIs/iWDBX Ib publinheci monthly by the 
Coneresslonal Inf orffiat ion Service, ■ = 

The CIs/inDEX abfi^tuctfl and indexea heaVingn^ rDportii; committee 
^rdnts; and other co^ jQDnionaL papere iaouea during the previoua fflonth* 
Every quarter^ tl^e Clg/lNDEX contain a cumulative ln(aex»to the documents 
that were covered dix^rig the past three months. 

- At the end oi the year the Congressional Inforwatlon rJr^rviGe 
publish© d two voLume a Kno^n as the CIS/Anriual, These two volunies 
cumulatea the materials for the entire year with on& volurngf Containing . 
the abstracts efnd the spcond vqlme\^±ng the Inde^. ^ ^ 

. ' ^^e index volume lo made up of the\ain Index (suhjeet, names^etc) 
and additional Indexsg, However^ the taalk Index, is the on© to be concerned 
i^ith at ^the^i)rpaent tlni^iv ^ / 

- ^ ■ , ' hmhmtm m of KArNjNPix 

1. The index ia arranged a Iphatetically^ ana one may look up his information 
according t^i 
' a. Gubjecto ot documents and hearings; 
bi^ suhjnntB dlBnussed hy individual wltnessea,^ \ ^ . 

c- names ol'autliora ^corporate or individual), . / ' 

d, 'affiliations of witnesses and authors 
e* nanaes of subcorOTlttees^ = 
: f* official and poj^Lar names of laws; reports^ hills^ etG. ^ 
g. spe4!ial inforimtfpn formats (bibliographies^ statistical data^ 
CQneresgiojial cpirmlttiee actlvi etc.)*. 



?t The subdects or ontrlea wiUl appear In dark bold print /with key 

bitlt* phraaea indented and arranged aiphabetiGaLly. under each appropriab 

3* An acqeasor or entry numter foLiows each title. This basic number ±b 
made up of a letter and three numbora f olloi^fed by a dash and a 'serial 
number (examples i H78I-30/ j8^2-5^ 85^-17) ^ 

h. The mcQBuLon or entry number locateB th€? material in the ABSTRACTS 
' volume, . 

.ARMNGE^mr^T OF AB5TBACT3 VQLm^ , " ^ . 

1. .She AtootcaaJa^^iwe^aJbaKaically arranged Into three Qectlons: 
. a* H (House ) - 

b* J (joint ) ' ■ 

, Gt S (senate) " ■ . 

• The abstracts are then arranged by accession or entry number in ^ 

numerLcaL order lii each groupi ^ 
i * The abstract of the docuinent provides much inf orraation : ' . 



/ 
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Sampjel^bstract 



Tly fQilowingiampIs fniry ihowi ihf information coniainicj in a typiflol abstrseh 



H961 

TEMPORARY 
Comniittees, 



Hearings 



se 



CIS 

accD^slon number 
for publication ' 
. as a vvhdie 



date ' 



ndliatlon ■ 



GPO stock numbor 

CIS microfiche 
availability and 
yunii count 

; Library of Congress 
! card numbor 



j annotation for 
I ' pubtication 
i . as a whoie 



! CIS 

j aceosslon number 

I for individual 

; iterti ©f testimony 

r.. -" ^ ■ 

! names ind 

! . * affiHations 
' : of witnesies 



.U,S, INTELLlGINCg 
AQir^CliS AND A€TIVITIES: 
RISKS A^O CONTpOL OF 
POflEiGN iNTiLLlGlhiei, 
Part S. ^ 
^ Nnv. 4. 6. Dee 3, J, 9^12, 17, 



title Of 

publication 




-- -^iv f 156^-1033 p. $4,40— — - 

— — S/N O32^070 O3l7i.6. 

~— — CIS/MFA7- fllcm 1009^ .^ -^-^ 
Y4;lna/i8:ln8/piJ.- — 
76-60061 0- . ^ 

Continuaiion of Seleel Cpmmiuce dn Ini^llh ' 
gcnee hearinis on U S, iriteiliieneeagtnciDs qnd 
activities. This yolurnc qsaminel secrecy nf A 
iciiviiiesjncludingeqnndentisl bgcJgd and pro' 
Curem^nt pfietiecs and covert foreign inleliir 
gencc optfsiionSv I 




H9fll-a.1: Nov/ 4, 
CIA. 



John^ Dep Dir, Aijmin, 



DUCKi rr, Carl Dep Dir. Seienct and Tceh^ 
n<}lr>gy, ClA 

NlLSON, William, Dcp Dir, bps, GIAT ' ~ 
' Afioinpankd by: Rogoytn, MitchQiL Spec 
Counsel io Dir of CcniTar Inulligeniie. 
D\KU\%Hm: Replies to^cimrtilitec.qucsHgn^ fe-,^ 
gafding CI A funds aihieiiion and Cxpcndiliirej 
nrtancial repuriing proeedufes, pnd conjrscl^ . 
in|/ procurement prociiccs. ^ ^ ' 



Congress Jnd session 

oVflllabitlty syrnbols 

Superlntordcnt of 
Docurnahts itGfti 
rtumbef' ' : 



SuperlntDricjent 
of Docurnen ts 
classification 
number 





do to of 
testimony 



page 

reftrenciB 



abstract of 
testlmpny 



r 



EKLC 



8TOPiBY/-_SgEP PROCEDUR E OF LOa ATirjQ M ATERIAL^ 

Using the s ub J ec-t of ADOPTION, let ua, now go step-by-step of 

locating materiala through the CIs/lKDEXi / 

J,; Ualhg the index, locate'the" subjeeib in It^: alpHabetical arrangement 

" I . ; " ^ , ' /\ . ' 

Adrninistratlvi VtOQ§6d^wAxt ' ^ 

Cohsurner proiecilon tf^m &di|Jt£rat€d fooJg ^ ' ■. . ' 

Sl6\-4>4*r% . . \ 

Poilui RiOfganiEaiion Act, amEndmenti, 
; 11621^7,1 . ^ 

Soilftiiaeuriiyippaals pfMess, H7I2-I47 
= ; ■ Supplfirnenial security income prggrsm - 

ficBfings aHflminers' quplificitians, 

f^ll=30J / ' ' 

. Je^ YipUlh / '■ . ' 0 

^BTJBJEGT - ^ — AdopMon . : ■ ' 

^ ' . ' ^ J puthariialbni H3Q1=3, PL93-24 / 

/ Foster care iiid adaplian policy iisuas, 

■ -. ^sN^-i^ . ' ; ' 

- Imi^ijfam status of idopted alien cMidren ^ r 

ofilngre parcriti. S52i-20. 
, ' Pl94-\55 , 

I ' fndisn child Bdoption and foster care policy 

' sbiiies, S44N23 ^ ^ ' 

Adult education 

Csrnbfldiin flnd Vicinameic refugee cduc, 
■ Ffd aid to State progrims, S543--22 
Fed edue legiiiatian as of Dec jr. 1974, 
, , i^xts cQfnpilationj H342=5 ! 



2^ Choose which title underneath the subject that you think will 
help you and copy tHe accesaion or entry number. 

Adoptlan 

DC adoption subsidy payments. 
ACpESSION \ auihorizaiion. MJ0U3: PL93^24l TTTT^ 

NtMTOR * Foster cBfe and adoption policy IssueSp 

- _ . _ siaius of adopted alien children 

of ^hiie US parents, H523-2/S523^20, ' ^ 
PL94=^IS5 

Indiari child adoption and fosicr care policy 
. ' ' Bhuscs, S44l=25 



3. Go to thr''ADSTMdt8 volume, tufeift to the specif le section (in 

this caaei "S'- for Semte), and aocate the adce$sibH-^'>iu^ 
in Its numerical order. 



ACCESSIpM 
■NUMBER 



SS42-17 FOSTER CARI AND 

ADOPTlONSi Somo Kay 
. . . / Polley Ifiutos. 

_ * Aug. 1975, 94^1. + p. 

t •fiam 1043, 

Y4.Lll/2:Rh 

I3dl3(75). 75:602877. 
Report for ihe ^ubcom Ofi Chifdnn and Youth pre- 
pared by Paul Mow on issues concernini fos- 
ler cafe incJ adopUoft, Contains lummary of 
findings and fccummendations; trends -jnd pro- 
irammatic issucsj curfQnl Icglsiativt, regulative, 
^ and judielal requirements; and discussion of poli- 
cy quesiions and |e|iilaii\^, proposals. 
' Jncludcs bibliography (p 40-4 1). 

SB4a^1B LfGlSLATlVi CALiNDAa 

Mo. 

Aug/ 1 9, 1975. 940.^ 
219 p. OverslEed. j 

Cumulative, record of cemniittce ictlvities to 
Aug. 19, 1975. ; . - 

I 



Copy the SuDqcs nmter ind check shelves to se# if we have it 

' ADOPriONSi Som© Kay 

Pelicy Issues. 

Aug. I97S, 94^1, jii + 4i p. 
SUCOCS . ^ t CIS/MF/3 «ltem i043 

NUlvniER . . 7. V4:LllV2;Fai, ^ 

^ = 13613(7-5); 7M02877. 

Rcporlforthc Jy&o^eflCWr^na^^ KeuMpr^^ 
' pared by Paul R Motl on issues coneerning /bi^ 

ler care and adopiion. Contains summary of 
nndings and reeofTimendations; irerids and pro- 
iraminaiic issues; current legislative, reiulative, 

andjudjcfal reqijircmenisiand diseussjonofp^^^ 
cy qucMions and Icgislaiive 'proposals. ' 
Includes bibUography (p. 40-4 1), 




5* If do not have the paper copy of the docuiAent, it is available 
" 4 , on microfiche, ^ 

4i Microfiche are located in cabineta near iihe hearings. 
Microfiche are arranged by years flrst| then by accession 
. nurnbers. (For Inatanae the abpye document waa from 1975i^ 
^ go to 1975 drawers^ find the "Srt' section, and locate numericals 
by 5^a-I7* ' \ / 





k 



AMERICAN STATISTICS INDM 



A topl^Jhat is very similar in its arrangement to the CIS/rndeK 
ta th9 American Statiatics Index (or ASI for shdrt). 'Kowever^ its . ' 
c-ontehta are different' from the CIS/index ^ Mie ASI is a comprehensive^ 
guide and dndex to t¥e statist leal publications of the U.S* GoverMient, 
^is servloe eonslsts of a basie edition^ and it has annual ana 
monthly auppleipnte* Like the 013/ Index , the AST is an indexing and 
at)straoting eervlce. In the ASI one may find periodicals, annuals^ 
■bienniala^ aimlannuals, /publications in' series^ special and irregular 
-pub-lioationsy-and-lndlYlduaX pub^^^ collection appears 

on microf iche. . 

A detailed description on how. to use the ASI to retrieve a. 
docuittent -on. the microfiche will not be gi\ren here. If one has a 
working knowledge of the 6lS/ Index, iie can apply similarly the same 
basic steps to the ASI although it is a little more complicated* 

■ One word or caution needs to be stated here* Our collection of 
ASI miarofiche Is not .complete. We onl y take the miorofiche coverine 
nojadepQsitory items . Note in the abstract seetion whether the title 
Is available for selection by depository libraries^ 1\ e* •Item no* 
If it Is, we will not have it on micrpfiche in ASI and you. will 
have to check the shelf list under Its Superintendent Of Documents 
classlfiGation to see if . we will itiave it in printed Sorm. - 



GLOSSARY 



PIBCARD EARLIER 



DUPLICATE. 



ED NU^EBER 



^RATA 



gENERAL QUESTION 



MICROGOjpY 



HpauB that a doeument is to be removed from ' 
. ,the shfelf and replaeed by a new edition* 

offiGial publicatton that la published at' 
gOTernment expense -whether, it be at the local 
state^ federalj or international level* 

Extra Gopies of the. Bame title. 

, A plastic dard that is used to provide 
direetlonal inforrnatlon to the location of. 
documishts that are ahelYed out of place.. 

Eritf ;doeument or aaGesslon number that is an^ 
rdenttfication number sequentially aasigned 
to documents as -they are prooessedi ' . . . 

Sheets liating^correotionff for documents ^ , 
Gontaining wong inf ormatioh* 

A queition of a direotional, or informational 
nature. • , 

':■ ■ ' ■ i ^ " - , ■ ' ■ ^ \m ■ ' ' 

A copy reproduced from microfilm or microfiche 
. by means of a special mAGhine and which appears 
In negative form. . ^ 



MICROFIGm], 



.MICROFILM 



PHOTOCOPY 



RESffllLVING 



REVISION 



RIBBON ARRANGE^NT 



A small card or sheet of miprofila usually 
k in. by 6 "in. on which it is poasible to 
r.ec 6rd-a- number "Of— pages- of-~mio 

A roll of film on wM^^dOQUmente or any 
printed pages are phot^fa^ed in a reduced 
sise for storage convenienc^. 

A copy .'of printM "mterial made by a special 
machine which photographs the original page. 

The counting of all materials used in the ' 
area but not actuaily checked out.* " 

A doGiment wHose contents have been upaated 
or entirely changed. 

The filing of dOGuments from left to right on 
each shelf but going from top to bottom in 
each section. 



SEARCH qtJESTION 



TRANSICCTTALS 



A question of a more specifiG nature requiring 
the use ot inde>ces or going to some area of 
documents to get materials. 

Pages that/ update parts of a document that 
is usually looseleaf, * ' 



; ' I - : ' \ •■ , ■ ABBRlVIATIONS 

tisted below are some of th# most coiMionly Uied abbr^^iatloris in the 
Governmerit Documents Beotloni ■ ' ' ■ 



add. ^ . 

■ c. ■ 

CGH 

CIS 
dup, 

'eric 

GPO 



Mc 



no* 
pt, 
rev. 

SuDocB* no. 
supp. 

trans. ; ' 
V* or volt 



addendiM 

Amerlaan StatiatiiCs InEsK . 
Copy 

COTimerce dlearing House (Congressional 

. Index)^^ . . \ ^jV- •. 

GOTgresslonal: Informfltlon Service 

duplicate \. ' 

Educational Heaourcea Information 
Center \ .. ^ ■ v 



Government Print ing Pffice 
Huaiari;RelatlOTS;Area File 



^ MontMy Catalog of United States ■ 
; ' Governtoent Publieationa . i- 

number , i ^ 

part ^ " ; 

revision = 

■ ' '-'^^ ^ ^ • 

Superintendent,; pf;DociMienti ClaiaifiQatlon 

supplement J 
transmittals 
voj/ume : 




; .. . ■ ^- - .\, 

I' SUBJECT imm ^ ' / 

Subjects a«e arranged in alphabetical qrifir with the. nuraber (a) following 

each entry referring to page numbei(fl). * , 

; . - Ahsenteelsm^ ■ ^ / , . : 

Area (Glea^nlng up) ^ J! v ^ 9/^10:. ^ 

Book Trueka ' ' .9j ^SS^g3 ' 

Br eake ' ,5 

: Card Gatal^ I (State) ^ 88,: 33 / = 

; CardSy Circulation - 10 

:^ ^ Card s^^ Time , ^ ^ 5 

:/ • ; Catagorlea state Subjeet ^ 31 

. . ' : Circula^ipn;^ofl / . 3'^^39 ■ 

* ; ;eircuiatioW ^ / . ' ; ^fL ^.^^ 

Circulation Slips (Fililh^ ^outvi V ^ ; 1+0 ' ' ' 

CIS/Index ' ^ . : ^ . ^ . - ^ ./ 

^;OTS/lndex (arrartgement) . ■ ^ 56-57 ,\ 

■ CIS/index (Proqiclure of Using) . ^ ^ 59-61 

Claasiflaation Number (Writing) = . go ^ 

Cleaning up' - I 9^ 10 

Qplor 'Code . v ■ ' l8 . 

Complainti . - ^_ > ^ i , 5 . ; 

Ctiunts (Time) i , ^ 9^"" ^ 

■ ■ ■ ^ ■ : ' ^v.;. ■ ^ ^ ■ ■ ' ^ = ^ 

' v^; pinner Hour. . _ . 

.Discard Earlier 1' ' = ll-l5^ iC 17 ^ 

. pdcumenta^ Cireulation of\ ^ ^ 3^*30 

Documents^ Arrangement of (Federal) 11 - 
^ Documenta^ Arrangement of (Stilte)- 

Documenta> Lettering and tabelling > 19-81 r " 

■ Dooumenti^ (Shelved put of Place) 11-12 ' - 

\ Document i^ ' Shewing of (Federal) - , ^1 . II^IE 

... Documents, Shewing of ^tate) i £9^30 

J ^ pocumenta^ Stati^; - g8«31 - 

i "' ' Pocumenta (With^-SAme SuDoea Number) 16 - ^ 

V -■• Dress .. - • ; 5. :. ^ 

* .. ; Dummies \. ' . ll«lg " 

Duplicates ' ; " ll|, 15, 16 - * 

Duties, Alignment of ' ' - •• ^ 5^' 10 

•/V Duties (General) •-' / / 8-10 

^Emergencies c . ; ' k 

^ miO . . :■ t . , 52-55 ' " 

ERIC (Basic Steps) ' / , 5S-55 

• ^ - ■ ■;Erratas ' /■ ^ . V •- ■ ill,, 15, . - = 

Fine Slip (Completing) ' * l^j^UQ 

/^^ , e Fines . . . -^^^ K ^ 36/ ij^US 

. Fines, Photoeopjrtn ' ^ 
, / Pines, PrWedurei for Paying ^ ' ^ 



:Flnfei/ Prdoeaurei for Paying ^ V IfJ^lfS 

General. Questions - 

' Hours (Working) k 

IdtntifiQatlon Needed- ; 38-39 " 

' Illness h 

Int^raccQunt (Gharges) • ^ ' -yf^.:'- kj-^kB 

Interagencj: (Charges) j^ /v i^7^lia ^ 

' Labels, Federal (Position of ) 19 p 

Labels^ State Documents gg^ 33 ^ 

Lettering (Pdsition of) 7 19 

Loan Periods , - ; f 35 

Lost Matf rials (Flhfes) . ' '36^ ^8 

Luricht Hour^ V ' ^ 

. Maahi«es^ Microfiche (Qlearting) - 10. . 

. Materiaja, L&t . 36, ii8 , . = 

Microcopy / f _ • 63 ' • 

Micrpfiche " , "U^^ . : ; ^ ; .. ^ . 63 ■ ' > 
Mieroflohe/ ERSa ' ^ fiif^gj, 52^55 

MicroflAe, :Ptrine of " 6, 2k, 61 

Microfilm • gg ' 

Microfo^jnat (dthtr tha;^ ERJG) ££-£7 ■ ' 
Monthly .Catalog b ' ■ ^ - ' / 49-51 : ' 

Mor^hly Catalpg XEndex)^ ;,V" 1^9^51^ ' 

Number) Claaaif icatdon (Writing) ^ ' ' 19-^£0 

Organ±iati;onT~Chart ;~(t^ ^ - ^ .j .-.- ■ ^- 

Organlzatlon Chart (ppoumenti jfection ) 3a/ 3b 
Overdue Materials^ ^ . % : ■ . 36," ij^O^tl V 

Pay t Student) ^ :^ V ' ■ ' «^ 6 / 
Permiisiony Special (Giieulatlon 

of Documents) . • ' . * , 35 

Photocopy i " ; . ' ' 63 , 

Policiea, Student general) ^ - ,j ^^..^ 

Public Services - ; ^ 8 : 



iJueet4<^S|: General I ' , ^ :^ ^ \ 4g 

ftuestloris>^ Search ' / ^ hi 

Reriewails .(Documents Checked Out). 35 

^Reaervit Booka ^'l- ' ^ ^ : \ .37^38 

Reserve Books,, , Fines - ^ 36 

Reshsb^ng ' . . ^3 

Resources in Eaucatioh (ERIC) ^ 5£-'55 

Resppnaibllltles (Geneva;!) _ 6-10 

-Reyia^on^- . ' K'f^^ . ■ -f l4 

Ribbdn Arrangement v'^'i" ' , : ^ ^ " . IE 




Search Queatloria 
L \y Shelf reading ^; .1 

V ^Si^lvea^ Straightening of .. 
' \ h; Shelving (Propedures) ' * 

SheClO^lng, Resporiilbillty of 
■ : Shelving (Rules) 

Stat^^ Subject Catagorles 

Btatiatlca (Daily)' 

Stu(3ying . . ^ 

Subjeot Categoriea (State) ; 
Supefyiior, Student 



10. 

. , 9 
a«17, £9-30 

e, 30 

£9-30 
31 

s . U£43 

7 

; 31 



Telephone , 
Time Card 
Tlpiie' (Make up) 
Traniihlttals 
Trucks, Book 

Work Sehedule , 



■ ■ — 6: 
5' 

V r . 5 

10, Ik, 15 
9j S8-e3 , 



